Town of Halifax, Massachusetts

Draft Job Description

	Position Title:
	Water Superintendent
	Grade Level:
	

	Department
	Water
	Date:
	

	Reports to:
	Board of Water Commissioners
	FLSA Status
	


Statement of Duties:  The Water Superintendent is responsible for the management all functions of the Water and Wastewater departments in order to provide a potable and reliable water supply, storage, and pumping distribution system for residential and commercial uses as well as fire suppression in the Town of Halifax in conformance with policies of the Board of Water Commissioners as well as applicable federal and state regulations and laws. The employee is required to perform all similar or related duties.
Supervision Required: Under the administrative direction of the Board of Water Commissioners, the employee manages the water department in accordance with local, state and federal laws and regulations as well as Board of Water Commission and department policies; the employee establishes the department’s short and long-range goals and objectives, employee performance standards, and assumes direct accountability for department results.  The employee consults with supervisor when clarification, interpretation, or exception to municipal policy may be required.  The employee exercises control in the development of departmental standard operating procedures, goals, and objectives.  The employee is also expected to resolve all conflicts that arise and coordinate with others as necessary. 
Supervisory Responsibility: The employee, as a regular and continuing part of the job, is accountable for the quality and quantity of work done by subordinates and assures the accomplishment of the assigned work in the prescribed manner. Supervisory functions typically consist of most of the following: plans, schedules and coordinates work operations to meet schedules, deadlines and priorities; revises work schedules to meet changes in workload or availability of manpower; recommends and justifies to higher levels of management changes in the organization of work, work methods or assignment of functions to positions that may affect staffing patterns, costs, work standards, etc.; assigns work based on varying capabilities of employees; assures that completed work meets the required standard of quality, timeliness and cost, taking corrective actions as necessary, including rejecting the work; recommends promotions, reassignments, pay increases or other personnel actions; oversees attendance and leave, typically including approval of ordinary sick and vacation schedules; advises employees of performance requirements and prepares formal evaluations of performance; gives advice and instruction on both administrative and work matters; informs subordinates of organizational policies, goals and procedures; resolves employee complaints and effects disciplinary actions, such as oral warnings and reprimands; has substantial responsibility for technical soundness of subordinates’ work. 
The employee is responsible for the direct supervision of four (4) full time employees. Work operations are subject to substantial changes in work procedures, activities, volume and products which can be reasonably anticipated and planned for in advance.  The employees supervised work at several locations on a regular basis and the same work shift, a few may be dispersed to other locations around the town.
Confidentiality: In accordance with the State Public Records Law, the employee as regular access at the departmental level to a wide variety of confidential information, including official personnel files, collective bargaining negotiations, client and department records, and law suits.
Accountability: Duties include department level responsibility for technical processes, service delivery, and contribution to municipal wide plans and objectives and fiscal responsibility for the department including buildings, equipment and staffing utilization. Consequences of errors, missed deadlines or poor judgment could severely jeopardize department operations, monetary loss, labor/materials costs, personal injury, legal repercussions, and danger to public safety.

Judgment:  Guidelines only provide limited guidance for performing the work. They may be in the form of administrative or organizational policies, general principals, legislation or directives that pertain to a specific department or functional area. Extensive judgment and ingenuity are required to develop new or adapt existing methods and approaches for accomplishing objectives or to deal with new or unusual requirements within the limits of the guidelines or policies. The employee is recognized as the department or functional area's authority in interpreting the guidelines, in determining how they should be applied, and in developing operating policies and procedures.

Complexity:  Work consists of employing many different concepts, theories, principles, techniques, and practices relating to an administrative field.  Assignments typically concern such matters as studying trends in the field for application to the work; assessing services and recommending improvements; planning long range projects; devising new techniques for application to the work, recommending policies, standards or criteria.

Work Environment:  The nature of duties may involve continuous presence of unpleasant or irritating elements, such as considerable noise, odors, chemical fumes, dust, smoke, heat, cold, oil, dirt or grease. Work is continually performed outdoors, regardless of weather conditions. Employee is regularly required to work beyond normal business hours to attend evening meetings, or in response to natural or man-made emergency situations or planned events. 
Nature and Purpose of Public Contact: Relationships are constantly with co-workers, the public, groups and/or individuals such as civic leaders, peers from other organizations, representatives of professional organizations, and the news media. The employee serves as a spokesperson or recognized authority of the organization in matters of substance or considerable importance. The employee deals with the public and other individuals on behalf of the Board of water Commissioners and the water department to communicate departmental practices, procedures, regulations or guidelines. The employee m be required to discuss controversial matters where tact is required to avoid friction and to obtain cooperation.

Occupational Risk:  Duties when performed in an office setting do not present occupational risk to the employee. Personal injury could occur, however, through the employee's failure to properly follow safety precautions or procedures. Examples of injury include bruises from falls, cuts or burns, or muscular strains from lifting or carrying equipment. Special safety precautions, training, or protective clothing such as gowns, coats, gloves, glasses, hard hats or boots is required.

Essential Functions:

The essential functions or duties listed below are intended only as illustrations of the various type of work that may be performed. The omission of specific statements of duties does not exclude them from the position if the work is similar, related, or a logical assignment to the position.
Responsible for the preparation and administration of the department’s annual operating and capital budgets; performs cost control activities; ensures the effectiveness of expenditure of allocated funds; authorizes the purchase of supplies, materials and equipment.
Responsible for the safe drinking water supply, storage, and distribution system in compliance with all Environmental Protection Agency (EPA) and State Safe Water Drinking regulations, both in existence and to be promulgated; ensures operational, maintenance, and staff compliance with applicable safety regulations and other requirements governing construction, repair, and maintenance operations.
Responsible for the development and implementation of an employee training program.
Oversees and prepares and maintains a variety of records and reports; ensures that records and reports are accurately completed in a timely manner such that they satisfy State and Federal requirements and can be effectively utilized by department personnel.
Oversees the daily operation of the Water Department including the supervision of all labor, clerical, and inspection personnel and the administration of department pumping stations, treatment plants as well as the storage and pumping of the Town's water supply in compliance with the Safe Drinking Water Act.
Required to attend all meetings of the Board of Water Commissioners and present to the Board reports of operations and activities as well as the review and updating of plans and applications and advises and comments on such plans and applications during their review by the Board.

Responsible for the maintenance and repair of all buildings, property and equipment under the control of the Board of Water Commissioners.

Responsible for the issuance of department water bills; payrolls and bills payable.
Manages and coordinates the operation and maintenance of pumping stations, water sampling, testing, interpretation, back flow inspection, lead and copper rules activities, public notifications and regulatory devices program related to the Water Management Act.
Responds to inquiries from the public, other Town Departments or state and federal regulatory agencies regarding water supply, storage, and distribution system operations.
Prepares a variety of statistical information reports regarding usage, future demand and specifications for equipment for the Board of Water Commissioners as well as various state and federal regulatory agencies.
Develops, implements, and monitors short and long-term goals and objectives to achieve the Department’s mission and priorities.
Provides project management for engineering, construction, maintenance and other department projects.

Required to attend training seminars and/or work shops in order to maintain required licenses or certifications and to stay abreast of changes in local, state and/or federal laws and regulations, changes in operational techniques and standard operating practices, and the application of technology as it pertains to the operation of a municipal water drinking system.

Recommended Minimum Qualifications:
Education and Experience: Massachusetts Drinking Water Supply Operator’s licenses Grade 2 Distribution and Grade 2 Treatment.  SCADA experience, and five to ten (5 to 10) years experience in water systems and management are preferred.
The applicant will show progressively responsible experience in water system management, public works construction, and public facility maintenance; knowledge of federal, state, and town laws and regulations related to public water supplies and systems and grants.

Special Requirements: Class D Motor Vehicle Driver’s License. Massachusetts Grade II Water Distribution and Grade II Water Treatment Licenses. 
Knowledge, Abilities and Skill
Knowledge:  Knowledge of State and Federal regulatory laws and guidelines associated with the provision of a municipal water system, OSHA regulations regarding safety requirements, and AWWA standards and practices governing water distribution operations and maintenance systems; knowledge of the materials, methods and techniques relative to the construction, maintenance, and repair of water treatment equipment, and pumping station infrastructure; knowledge of field safety practices.  Knowledge of the principles and practices pertaining to the administration of operating and capital budgets, State procurement laws, and the maintenance of public records. Knowledge of the Internet, office software and specialized water system software (i.e. SCADA systems) in support of department operations and services. Knowledge of the State Procurement Law.
Abilities: Ability to plan, assign and supervise the work of groups of employees who are engaged in a variety of construction and maintenance operations; ability to deal with employees tactfully and effectively in a union environment, and maintain effective public relations; ability to communicate effectively and efficiently verbally and in writing at all times; ability to work effectively under time constraints to meet deadlines; ability to prepare and effectively administer operating and capital budgets.
Skill: Excellent organizational and employee supervisory skills; excellent data processing skill in the use of personal computers and office software including word processing, data base and spreadsheet applications.  Proficient oral and written communication skill.
Physical and Mental Requirements 
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the position’s essential functions.

Physical Demands:  Work requires minimal physical effort when performing duties in an office setting; work requires some agility and physical strength, such as moving in or about construction sites or over rough terrain, or standing or walking most of the work period. Occasionally, work may require lifting, pushing or pulling department equipment or materials. There also may be a need for the employee to be able to stretch and reach with hands and arms in order to retrieve materials, supplies or department equipment. 
Motor Skills:  Duties may involve assignments requiring close hand and eye coordination and physical dexterity. Examples include the operation of a motor vehicle, department pumps, high pressure hoses, motors, and other department equipment, or a personal computer.
Visual/Auditory Skills:  Visual demands routinely require the employee to constantly read documents for general understanding and analytical purposes, as well as to review non-written materials such as maps or blue prints. The employee is required to determine color differences. Must be able to distinguish sounds such as voice patterns and be able to communicate orally. Specific vision requirements include close vision, distance vision, peripheral vision, depth perception, and the ability to adjust and focus vision.

This job description does not constitute an employment agreement between the employer and the employee, and is subject to change by the employer, as the needs of the employer and requirements of the job change. 
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